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SENTRAL INTELLIGENCE GROUP
“ashington,. D. C,.

L April 1947

Activation of Special Distribution Unit, Central
Records Section

LITECTIVE UNTIL 30 JUNE 1947 UMNLESS SOCNZR RESCINDED

ting instructions contained in CIG Sdministrative
Lssued 30 September 1246, CIG activities are

The Special Distribuiion Unit, Central
Records Section, has been activated and is
located in Reom 303, South Building,

2L30 E Street, N. .

The function of this unit is the handling of
all Top Secret material received or dispatched
CIG, and it is essential that all such
material be processcd and controlled by this
unit, cxcept as provided in the Top Secret
Control Procedure as contained in the CIG
Security Regulations,
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[
; CENTRAL INTELLIGENCE GROUP
5 Washington, D. C.
STATINTL 23 June 1947
Renumbered AI __
STATINTL MEMORANDSM

NUMBER
SUBJIICT: Use of CIG Inter-Office Chain Envelope

EFFECTIVE UNTIL CANCELLED OR SUPERSFDED

1. GENERAL
a. When Used

Effective 1 July 1947, the offices of CIG will use the
official CIG inter-office chain envelope for the transmittal of
documents below TOP SECRET in classificetion and which are traveling
within the CIC Messenger and Courier Systems to other offices of
CIG. Under no circumstances will the envelope be used for the trans-
mittal of TOP SECRET documents. Documents will not be transmitted
outside CIG in the inter-office chein envelope.

b. Stocking of Inter-0ffice Chain Envelopes

Each Office Message Center, and designated pick-up and
‘ delivery points within Offices which are located in buildings
‘ separated srom the Office Message Center, will be supplied by
‘ ; Central Records with thé number of inter-office chain envelopes
: needed to begin operation. Requests for such envelopes and the
STATWTL number needed should be referred to on extension
: ' 719 or 720 before Fridey, 27 June 1947.

c. Delivery of Maeil to Office Message Center

All mail delivered to an Office Message Center by CIG Regular

i Couriers will be contained in CIG inter-office chain envelopes. The

\ responsible individual in the Office Message Center will detach the

! receipt (CIG Form 35-16) from the inter-office chain envelope, acknowl-
edge receipt by signing Form 35-16, and give signed receipt to the
Courier, :

2, DISPATCHING OF CIG DOCUMENTS IN INTER-OFFICE.CHAIN TNVELOPES

a. Additional Vrapping Not Necessary

The Office Message Center will dispatch by Courier all out-
going inter-office mail (and that intra-office mail which is destined
for a segment of an office housed in a separate building) in CIG
o inter-office chain envelopes without additional wrepping. A separate

ARDP81:00728R000100020001-1
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inter-office chain envelope will be prepered for each Office Message
Center to which materials are being sent.

b. Preparation of Face of Invelope

It is essentinl that the columns appearing on the inter-office
chain envelope be filled in completely, and that the office designation
always be indicated. If it is the desire of the sender to dispatch the
document to a specific individual, the individual's neme mey be noted
in parentheses after the office designation; for example:

FROM: CcCD TO: ORE (Attn: Mr. Blank)

In all instences, room number, when known, and building will be '
indicated in the proper colum. The CIG inter-office chain envelope
will not be thrown eswey until all spaces have been used, or until the
envelope is completely worn out. If an Office Message Center accu-
mulates a stock of envelopes which exceeds its needs, the . surplus
will be returned to the Courier serving the Office.

¢, Mail Transmitted Qutside CIG

Mail to be transmitted outside CIG will be prepared at the
Office Message Center for ultimate transmittal. This will include
packegiag in the menner prescribed by the Security Regulations (e. g&.,
double envelopes when the security classification is SECRET or CONFI-
DENTIAL), and will also include preperation of appropriate trensmittal
instructions (e. g., postage slip Form 35-11 or courier receipt). The
outgoing log number assigned the mail by the Office Message Center will
be placed in the upper left-hand corner of the transmittal envelope.
The Central Files copy of the correspondence will be clipped to the
back of the envelope. Thiz wail will then be trensmitted to the
Central Mail Romm in en inter-office chain envelops addressed to the
Central Mail Roou for dispatch outside of CIG through appropriate
Courier or mail channels. ‘

d. Transmitting CONFIDENTIAL or SECRET Documents

The CIG inter-office chain envelope, when used to transmit
CONFIDENTIAL or SECRET documents, will be sealed with one CIG gummed
lebel and the initial of the sealer will be entera’ ‘n an apprcpriate
place on the seal. These seals may also be obtairsi from &
Under no circumstances should scotch tape be used to seal the inter-
office chain envelope.

e. Transmitting Unclassified or Restricted Documents

The CIG inter-office chain envelope, when used to transmit
only unclassified or Restricted meterial, need not be sealed in any
menner, but the envelope flep should Le pushel incdde.
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f. Inter-Office Chain Envelope Numberinz System

Fach Office Message Center and each designated pick-up and
delivery point within an office will initiate its own numbering series
for the inter-office chain envelopes. This number will consist of the
month expressed in number and the next unused consecutive number; e. g.,
if the first envelope 1s dispatched in June, the number would be 6-1;
if the tenth envelope 1s dispatched in July, the number would be T-10.
Since the second number is the ldentifying envelope number, it would
cortinue in numerical sequence until the end of the calendé: year.
Thus, if 320 envelopes have been dispatched as of December 31, the
last one would be numbered 12-320. At the beginning of the next
calendar year, a r.y series would be initilated, the first envelope
in January of the next year being numbered 1-1. This office envelcpe
number will be placed in the office of dispatch column, before the
neire in the "From" column. The number appearing on the envelope will
also appear on the receipt attached to the envelope. Recelpts for
the envelope will then be prepared in CIG receipt book (CIG Form 35-16)
in dnplicate. Form 35-16 is in triplicate; however, only two coples
are 4o be used and colors may be disremarded. The original copy of
the receipt will be stapled to the envelope. The Office will retain
the carbon copy of the receipt. This copy will be signed by the
Courier who picks up the document. The number appearing on the
receipt and the inter-office chain envelope will be noted in the office
log opposite the individual pepers transmitted in the Inter-cffice
chain envelope. This will provide a record of the documsnts in any
one euvelope.

g. Bulky Documents (Classified)

Classified documents which, because of bulk, cannot be put in
the inter-office chain envelope, will be wrapped in a satisfactory
manner, taped with CIG gummed seals, and forwerded in exactly the
same manrer as an inter-office chain envelope.

3. OPERATION Q¥ COURTER AND MESSENGER SYSTEM

8. Courier Pick-Up and Delivery

The system will operate in the following manner: The inter-
office chain envelope, after Leing signed for by the Courier cn carbon
copy of receipt Form 35-16, will be delivered to the appropria:s
Office Message Center by Courier. The Office Meszuge Center recelving
the inter-office chain envelope will sign the origisal copy of receipt
Form 35-16 and return receipt to the Courier. The Central Mail Room
will maintain a file of all completed receipts for location purposes.

b. Messenger Pick-Up and Delivery

Central Records will provics “h: 2¥fnce Mirsap=s Centsrs with
pick-up and delivery messenzer service rrom Quc w eferopiiate points
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within the offtee whith.are locat8d:.in ‘bhe *samevbhilddnsads ithe Office

Message Center, Pick-up and delivery. from parts of offices located in.

different buildings will be made by Courier as indicated in paragraph
2a above.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Deputy Executive for Personnel
and Administration

ATTACHMENTS: None

DISTRIBUTION: A
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MAY 26 1348

25X1A ¢

MEMORANDUM TO: Bxecutive for Administration & Management

25X1A - SUBJECT : Chain Envelopes

to orders of Kxecutive for Inspection and Securit :
spection Division, accompanied by Mr.# 25X1A
anagement sranch, made an investigation of the chain envelope system used »

in transmitting papers within CIA.

9. Tt was found that the system in use is a secure and efficient
means of transmitting documents.
25X1A

3. Any difficulties that occur are cau a disregard of cur-
rent instructions (Administrative Instructio and CIA Security

: Regulations) by personnel throughout the agency. Such deficiencies

‘ include improper and incomplete names and addresses, failure to remove

§ all papers from envelopes by recipients, use of plain manila or U.S.

i Government Messenger Service envelopes in lieu of standard CIA chain
envelopes, use of scotch tape for sealing chain enveloves containing
Secret and Confidential material rather than CIA gummed labels and
diversion of CIA chain envelopes to uses other than intra-agency trans-

. mission of documents.

li. Some of the difficulty and wastage encountered in the use
of the chain envelopes has been caused by an error in preparing one lot
of these envelones.  That stock used opened at one end rather than on
the side as requisitioned. The narrow aperture at the end is the
cause of tearing and wastage and causes difficulty in inserting or re-
moving documents.

5., Chain envelopes accumulated in various offices are returned
to the Mail Room as surplus. = They are searched for documents and
then re-issued. An average of four or five unclassified papers are
found in surplus envelopes each week. On two occasions in the past
ten months classified documents were found. Any such papers or docu— :
. ments are forwarded to addressee or if he cannot be determined they ;
are returned to sender. . ;

25X1A

6. 1In the course of this investigation visits were made and
interviews conducted in: Central Records Division; Mail Section,
Central Records Division; Message Center, ORE; Message Center, Reference
Center; Administrative Office, Inspection and Security and Executive
Registry. i

RN

N\
E %;§ 7. In the absence of any other means of documentary transmission
N

as efficient, secure and economical as the chain envelope it is
recommended that it be continued in use and that Administrative Officers
throughout CIA be required to instruct personnel of their activities in

TR
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proper handling and usage of chain envelopes. . Further, that a rigid

adherence to Administrative Instruction [Jj and CIA Security Regula- 25X1A
tions in this comnection be required to the extent of imposing
disciplinary measures where violations are flagrant and frequent. Mr. 25X1A

- concurs in this recommendation.

25X1A

i
Colonel, GSC
Executive for Inspection & Security
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: N -~ (SENDER WILL CIRCLE CLASGIFICATION TOP AND BOTTOM)
STATINTL "’ CENTRAL INTELLIGENCE GROUP ),) '
INTER-OFFICE ROUTING SLIP nd —
_/‘
FROM, TO [INITIALS DATE
DIRECTOR OF CENTRAL INTELLIGENCE
DEPUTY DIRECTOR
SECRETARY TO THE. DIRECTOR
; EXECUTIVE OFFICE: EXECUTIVE DIRECTOR
i ADV1SORY COUNCIL
| EXECUTIVE FOR PERSONMEL & ADMINISTRATION
E CENTRAL RECORDS ‘ | LA
| SECRETARY. NIA '
CHIEF, INTERDEPARTMENTAL §}AFF
! ASST. DIRECTOR, SPECIAL OPERATIONS
% | ASST. DIRECTOR, REPORTS & ESTIMATES
ASST. DIRECTOR, OPERAflows
‘ ASST. DIRECTOR, COLLECTION & DISSEMINATION
i CHIEF, SECURITY BRANCH '
/
t ~ APPROVAL ] INFORMATION 1 DIRECT REPLY 1
ACTION .~ 1 ReTURN - [0 comvent 1
RECOMMENDATION[::t]' PREPARATION OF REPLY[ ]  FILE [Z:E}’///’
. . SIGNATURE [T * CONCURRENCE 1 DISPATCH -
REMARKS : '
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Oﬂice Memomﬂdum « UNITED STA'Tﬁs GOVERNMENT

\ TO : Executive for P & A » DATE: ‘18 June-d947
FROM : gpief, Finance Division

SUBJECT: Proposed Instruction

Attached hereto is a draft of a proposed CIG Memorandum entitled "Use

Vs
of CIG Inter-Office Chain Envelope".

This instruction has been coordinated with and cleared by the offices
snd staff sections concerned. On the reverse side of the last page are
the signatures of the officers who have concurred with the contents of

this memorandum,

i Please note that dates should be inserted in the spaces indicated in
paragraphs 1 a and 1 b, The effective date in paragraph 1 a should be at
least one week after the date of the memorandum. The date mentioned in

paragraph 1 b should be three days piior to the effective date.

Will you kindly review the attached draft end if sa’biafactory’secure

SfTATINTL;' necessary approvals and release,

EDWARD R. SAUNDERS
Chief, Finance Division
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Bxacutive for P &. A 18 Juyne 1947
Chief, Finance Division

Proposed Instruction

Attached hereto 1s a draft of a proposed CIG Memorandum entitled "Use

of CIG Inter~0ffice Chain Envelope".

This instruction has been coordinated with and cleared by the offices
and staff sections oconcerned. Op the reverse side of the last page are
the signatures of the officers who have oconcurred with the contents of

this memorandum.

Please note that dates should be inserted in the spaces indiceted in
paragraphs 1 a and 1 b. The effective date in paragraph 1 a should be at
least one week after the dute of the memorandum. The date mentioned in

paragraph 1 b should be three days prior to the effective date.

Will you kindly review the attached dreft and if satisfactory secure

necessary nppz;oval-s and release,

EDWARD R. SAUNDERS
Chief, Finance Diviasion
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Bxecutive for P & A 18 June 1947
Chief, PIMnance Divigion

Proposed Instruction

Attached hereto is a draft of a proposed CIG Memorandum eatitled "Use

of CIC Intor~0ffice Chain Envelope.

This instruction has been coordineted with and clesred by the offices
and staff sections concerned. Op the reverse side of the last page are
the signutures of the officers who heve concurred with the contents of

thisz memo randwa.

Please note that dates should be inserted in the spaces indicated in
paragraphs 1 a and 1 b. The effective date in paragraph 1 a should be at
least one week after the dute of ihe memorendum. The date mentioned in

paragraph 1 b should be three days prior to the effective date.

Will you kindl ., review tho attached draft and if satisfactory socure

necessary approvals and release.

EDWARD R. SAUNDERS
Chief, PFinance Division

§ v‘:i.: R R
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N (SENDER WILL CIRCLE CLASSIFICATION TOP'AND BOTTOM)

CENTRAL INTELLIGENCE GROUP
INTER-OFF ICE ROUTING SLIP

FROM, ‘ TO |INITIALS] DATE

DIRECTOR OF CENTRAL INTELLIGENCE

DEPUTY. DIRECTOR

SECRETARY TO THE DIRECTOR .

EXECUTIVE OFFICE: EXECUTIVE DIRECTOR X

— —~! -
A" T
. CENTRAL RECORDS - / . ‘

SECRETARY, NIA - ' /

' CHIEF, INTERDEPARTMENTAL STAFF

ASST. DIRECTOR, SPECIAL OPERA}/ONS

ASST. DIRECTOR, REPORTS, &}é‘IMATES

ASST. DIRECTOR, OPERATI/D?(S

'ASST. DIRECTOR, COL},E{TION & DISSEMINATION

i
CHIEF, sscum%RANCH

APPROVAL T INFoORMATION (] DIRECT REPLY

CTI0N ] RETURN T3 comMeNT

RECOMMENDATION | = PREPARATION OF REPLY[ | FILE

SIGNATURE [ concurrence . - [_1 DISPATCH

REMARKS: Forwarded for your approval prior to publication.

gooo

Please note the conocurrences obtained on the back of

.the last pagee. '
O creepft ThT Morkel paryrph shoul
R , gc < l@f‘ﬁd, ) ' (‘_\
U
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CENTRAL INTELLIGENCE GROUP
Washington, D, C.

3 D&TL )G
MEMORANDIM b
NTMBER -

SUBJECT: Use of CIG Inter-0ffice Chain Envelope

EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED

1. GENERAL

a., When Used

Effective “'I'WC’Li /‘iI/Z the offices of CIG will use the official
CIG inter-office chain enve ope fer, the transmittal of documents below
TOP SECRET in classification‘treveling within the CIG Messenger end
Courier Systems to other offices of CIGs Under no cirocumstances will
the envelope bs used for the transmittal of TOP SECRET documents,
Doouments will not be transmitted outside CIG in the inter-office chain
envelope,

b, Stocking of Inter-0ffice Chain Envelopes

Each Office Message Center, and designated pick-up and delivery
points within Offices which are located in buildings separated from the
office Message Center will be supplied by Central Records with the
number of inter-office chain envelopes needed to begin operation. Re=-
quests for such envelopes and the number needed should be referred to

on extension 719 or 720 before Ji.cle. 27 9.«.cmv ,q,]r/
. 7 .

c. Delivery of Mail to Qffice Message Center

All mail delivered to an Gffice Message Center by CIG Regular
Couriers will be contained in €IG inter-office chain envelopes. The
responsible individual in the Office Message Center will detach the
receipt (CIG Form 35-16) from the inter-office chain envelope, acknowl-
edge receipt by signing Form 36~16, and give signed receipt to the
Courier,

2. DISPATCHING OF CIG DOCWMENTS IN INTER-OFFICE CHAIN ENVELOPES

a. Additional Wrapping Not Necessary

The @ffice Message Center will dispatch by Courler all outgoing
inter-office mail (and that intra-office mail which is destined for a




i
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segment of an office housed in a separate building) in CIG inter-office
chain envelopes without additional wrapping. A separate inter~office
chain envelope will be prepared for each 0ffice Message Center to whioh
materials are being sent.

b. Preparation of Face of Envelope

It is essential that the columns appearing on the inter-office
chain envelope be filled in completely, and that the office deaignation
always be indicated, If it is the desire of the sender to dispetich the
docunment to a specific individual, the individual's name msy be noted
in parentheses after the office designation, for example:

FROM s 0ch TO: ORE (Attn: Mr. Blank)

In ell instances room number, when known, and building will be indicated
in the proper column. The CIG inter-offise chain envelope will not be
thrown awey until all spaces have been used, or until the envelope is
completely worn out, If an Office Mossage Center accumulates a stock

of envelopes which exceeds its needs, the surplus will be returned to
the Courier serving the 0ffice.

Ce Mail Transmitted Outside CIG

Mail to be transmitted outside CIG will be prepared at the
Office Message Center for ultimate trensmittal. This will include
packeging in the menner prescribed by the gecurity Regulations (e.g.,
double envelopes when the security classification is SECRET or CONFI-
DENTIAL), and will also include preparstion of appropriate transmittael
instructions (e.g., postage slip Form 35-1l1 or courier receipt). The
outgoing log number assigned the mail by the 0ffice Message Center will
be placed in the upper left-hand commer of the transmittal envelope,
The Central Files copy of the correspondence will be clipped to the
back of the envelope. This mail will then be transmitted to the
Central Mail Room in an inter-office chain envelope addressed to the
Central Meail Room for dispatch outside of CIG through appropriate
Courier or maill channels,

de Transmitting CONFIDENTIAL or SECRET Documents

The CIG inter-office chuin envelope, when used to trensmit
CONFIDENTIAL or SECRET documents, will be sealed with one CIG gummed
label and the initial of the sealer will be entered in an appropriate
place on the seal. These seals may also be obtained from
Under no ciroumstances should scotch tape be used to seal the inter-
office chain envelope,
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6, Transmitting Unclassified or Restricted Documents

The CIG inter-office chain envelope, when used to transmit only
unolassified or Restricted material, need not be sealed in any manner,
but the envelope flap should be pushed inside.

f. Inter-0ffice Chain Envelope Numbering System

Each Office Message Center and each designated pick~up and
delivery point within an office will initiate its own numbering series
for the inter-office chain envelopes., This number will consist of the
month expressed in number and the next unused consecutive number, e6.g.,
if the first envelope is dispatched in June, the number would be 6-1;
if the tenth envelope is dispatched in July, the number would be 7-10,
gince the second number is the identifying envelope number, it would
continue in numerical sequence until the end of the calendar year.
Thus, if 320 envelopes have been dispatched as of December 31, the last
one would be numbered 12-320, At the beginning of the next calendar
year, a new series would be initiated, the first envelope in January of
the next year being numbered 1-l1, This office envelope number will be
placed in the office of dispatch column, before the name in the "From"
column. The number appearing on the envelope will alsc appear on the [
receipt attached to the envelope., Receipts for the envelope will then !
be prepared in CIG receipt book (CIG Form 35-16) in duplicate. (T iR

) is in triplicato‘_—é_ b soeip ; on Y
copiesaretobe uged and no.atfe o 8-to-Be-Paldie : :
ho—eoples—umedy  Tha sopy-hus i i
stenaessd The orlginal copy of the receipt will be stapled to the

; envelopes The Office will retain the carbon copy of the receipt.

This copy will be signed by the Courier who picks up the document,

‘ The number.. : appearing on the receipt and the inter-office chein
envelope will be noted in the office log opposite the individual papers
: transmitted in the inter-office chain envelope, This will provide a

! record of the documents in any one envelope.

' ge Bulky Documents (Classified)

Classified documents which, because of bulk, cannot be put in
) the inter-office chain envelope, will be wrapped in a satisfactory
‘ menner, teped with CIG gumed seals, and forwarded in exactly the same
i manner as an inter~office chain envelope. . i

3+ OPERATION OF COURIER AND MESSENGER SYSTEM

a. Courler Pick~Up and Delivery

IR e

The system will operate in the following manner; The inter- :
office chain envolope, after being signed for by the Courier on carbon ;
ocopy of receipt Form 35-16, will be delivered to the appropriate Office . i
Message Center by Courier. The 0ffice Message Center receiving the ,
inter-~office chain envélope will sign the original copy of receipt I
Form 35-18 end retumn receipt to the Courier. The Central Mail Room [ A
will maintain a file of all completed receipts for location purposes., ’%

. Ei

s Approved Fér"‘Ré!éase '2001/08‘}02 \(..‘,I‘A,,-RDP81V-00728R000100020001-1
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b. Messengoer Pick-Up and Delivery

Central Records will provide the Office Message Centers with
pick-up and delivury messenger service from and to eppropriate points
within the office which are located in the same building as the 0ffice
‘Mossage Center. ~Pick-up and delivery from parts of offices located in
different buildings will be made by Courier as indicated in paragraph
2a above,

" FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Deputy Executive for Personnol
;77 and Administration

ATTACEMENTS:  None

DISTRIBUTION :

-RDPB1:00728R000100020001-1
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SECRET CONFIDENTIAL RESTRICTED QNGLASSIFIED)

TOP SECRET
o (Sender will circle classification Top and Bottom)—..—--
CENIRAL INTELZIGENGE GROUP 3'}/
PERSONNEL AND ADMINISTRATIVE BRANCH :
INTER-OFFICE ROUTING SLIP
FROM TO | INITIALS | DATE
EXECUTIVE FOR PERSONNEL AND ADMINISTRATION
X | DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION d,/3/4%
CHIEF, PERSONNEL DIVISION
CHIEF, FINANCE DIVISION ®
CHIEF, SERVICES DIVISION
CHIEF, SECURITY DIVISION
CHIEF, PROJECTS SUPPORT DIVISION
. CHIEF, GOMMUNICATIONS DIVISION
CENTRAL RECORDS
___ APPROVAL ____ INFORMATION DIRECT REPLY
ACTION - RETURN o COMMENT
1 RECOMMENDATION PREPARATION OF REPLY FILE
; SIGNATURE CONCURRENCE DISPATCH STATINTL
. Remamks;  The Tirst draft of the attached was propared by NN STATINTL
STATINTL . B oo tho second by I i N -:::co. ~ STATINTL

: Hequost thut a OI0 Hamo on this subjent be proparsd, the required
: coordination cbtained, und same bo returned Lo the Deputy Exoontive

for P&A for Lssuenco. STATINTL

¥ (On Use of the 016 Inter-0ffice Envelopes and OI0 Offioiel Seals.) "
Att: Memo 13 May 47 to Exuc.PaA from Buoksiip to [ STATINTL
for oommuent and Buokslip from "
‘ dtd 20 B TR PR ol WY T P
TOP SECH ILLEGIB

. STATINTL
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UNCLASSIFIED \) ReSTRICTED -~ CONFIDENTIAL SECRET TO  =CRET
e . _..” (SENDER WILL CIRCLE CLASSIFICATION TOP AND BOTTOM)

N ‘\f_fk_/’ ' /\)\
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INTER-OFF ICE ROUTING SLIP

FROM{ A TO [INITIALS| DATE
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DEPUTY: DIRECTOR

SECRETARY TO THE DIRECTOR

EXECUTIVE OFFICE: EXECUTIVE DIRECTOR

ADVISORY COUNCIL
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SECRETARY, NIA

CHIEF, INTERDEPARTMENTAL STAFF

ASST. DIRECTOR, SPECIAL OPERATIONS

ASST. DIRECTOR, REPORTS & ESTIMATES

ASST. DIRECTOR, OPERATIONS

ASST. DIRECTOR, CbLLECTlON & DISSEMINATION

CHIEF, SECURITY BRANCH [ ] X
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REMARKS : o

The attached memorandum dated 13 lay 1047 from Chief,

Central Reoords, re uge of C10 Inter-office Hnvolopes -

and CIG Offiolal Senle, is fomrdoﬂ for your otment
. and roturne me—

(Sinoe 21 Nov. 1946 when Chief, Central Reoords, was authorised to
develop a system for use of such onv-lopoa, the material han “haeh, 6
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002359
OFPTOT il ANDUN = UNITED STATES Go PRMITNT
TO: Executive for Personnel and Adminis- 13 May 1947
tration(Thru: Chief, Communications Division)
I'ROW: ~ Chief, Central Recorés

SUBJ:  Announcement of the Use of the CIG Inter-0ffice Envelopes
and CIG Offlcial Seals

1. On 21 November 1946 the Chief, Central Records was authorized
to develop a system of inter-office envelopes to be used in the trans-
mittal of classifled and unclassified material within CIG, Since
that time, the material necessary for the operation of such a system
has gradually been accunulated so that 1t will be possible to put
the system into operation.

2., It is requested that an official directive to CIG on this
subject be issued. It is suggested that the directive be worded sube
stantially as follows:

WSUBJECT: Use of CIG Inter-0ffice Envelopes and CIG Official Seals"

1. Effective (this date should be one week following
the date on which the memorandum is to be distributed) the offices of
CIG will use the official CIG inter-office envelope for the transmittal
of material below TOP SECRET in classificatlon travelling within the
CIG messenger and courier systems to other offices of CIG. TUnder
no clrcumstances may the envelope be used for the transmittal of TOP
SECRET material. Nor can materlal addressed to an agency outslde CIG
be transmitted in the inter-office envelope,

2. Each office of CIG which at present has a messenger de-
livery and pick-up basket, will be supplied by Central Refords with
the number of envelopes needed to begin operation. Reguests for such
envelopes and the number needed should be referred tom
on extension 719 or 720 before (this date sho e two days
prior to the date mentioned in the introductory paragraph.)

--3. It 1s essential that the columns appearing on the inter-
office #ngelope be filled in completely, and that the office desig-
nation always be indlcated. If 1t is the desire of the sender to
dispatch the material to a specific individual, the individual's name
may be noted in parentheses after the office deslignation as follows:

FROM 0CD TO: ORE (attn: Mr. Blank)

In all instances room number, when known, and bullding willl be indicated
in the proper columm. The CiG inter-efifice envelope will not be

‘thrown away until all spaces have been used up% or until the envelope
e

is completely worn out, If an office accumulates a stock of envelopes
which exceeds 1ts needs, the surplus will be returned to the messenger
serving thely office, , ;
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C 4, The CIG inter-office envelope, when used to transmit
unclassified or Restricted material, need not be sealed in any manner,
but the flap of the envelope should be pushed inside the envelope.

5, The CIG inter-office envelope, when used to transmlt.
Confldentizl or Secret materiel, will be sealed with three CIG gummed
labels and ths initial of the sealer will be entered in an appropriate
place on the seal. These seals may also be obtained from é
Under no cilreumstances will scotch tape be uvsed to seal the envelope,

* 6, In the case of envelopes containing Confidential or
Becret material, an office envelope number will be placed in the offlce
of dispateh column, preferably before the name in the wirom" office,
The number appearing on the envelope will also appear on the recelipt

‘attached to the envelope. Receipts for the envelope will then be pre-

pared in CIG receipt book (CIG form 35-16) and two coples of the re-
ceipt will be stapled to the envelope. The carbon copy of the recelipt
will be retained and the receipt book will be signed by the messenger
who picks up the material. The number appearing on the receipt and
envelope will be noted in the office log, so that there will always

be a record of the material in eny one envelope.

7., The system will operate in the followlng manner: the
envelope, the preparation of which hag been deseribed above, after
being signed for by the messenger, will be delivered directly to the
office of address if the office 1s in the same bullding as the dispatch-
ing office, If the office of address 1s 1ln a different building, the
material will be taken by the messenger to the central distribut{ng
point in the bullding. An enlisted courier, or whatever couriers are
provided to replace enlisted courlers will then pick up the materlal
at the central distributing point, and deliver it to the central dis-
tributing point in the building of address, In the building of address
the envelopes will be delivered by a messenger to the offlce of address,
and the receipt will be accomplished. The receipt will then be re=-
turned to the central distributing point in the building where the
office of dispatch is located and will be filed i1n the central distri-

buting point.

8, Classified material which, because of bulk, cannot be

put in the inter-offlce envelope, will be wrapped in a sa%isfactory
manner, taped with ¢IG gummed seals and forwarded in exactly the same

manner as an envelope.

Chie!, !en!ra! !ecor!s
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